
 
Maryland State Department of Education – Office of Child Care 
 

CHECKLIST FOR 24-MONTH SUBMISSION OF INFORMATION 
 For Maintenance of Continuing 

 Child Care Center Licenses, Letters of Compliance, and Family Child Care Registrations 
 
In accordance with Child Care Center, Letter of Compliance (LOC), and Family Child Care regulations, the 
following information is needed on or before your next anniversary date in order to maintain your 
Continuing License, LOC or Registration.  Information at checked boxes pertains to your facility: 
 
    Child Care Center and Letter of Compliance (LOC) regulations state that by the end of each 24-
month period the operator shall provide to the office signed and notarized permission (OCC Form 1260) to 
examine records of abuse and neglect of children and adults for information about: 
 

a. The director, 
b. Each Employee 
c. Each individual 18 years old or older living on the same premises as the child care center 
d. If applicable – the applicant, trustees, managers, or board members who may have frequent 

contact with children in care (if operator is a corporation, agency, or other business entity) 
e. Other 
__________________________________________________________________________ 
 
__________________________________________________________________________ 

 
     Family Child Care regulations state that by the end of each 24-month period the operator shall 
provide to the office medical evaluations (OCC Form 1204) for the provider, and if applicable, the 
additional adult and each resident who has child care responsibilities; and notarized release of information 
forms (OCC Form 1260) to examine child abuse and neglect of children and adults for: 
 

a. The provider 
b. Each substitute 
c. Each resident in the home who is 18 year old or older 
d. If applicable, the Additional Adult and Additional adult’s substitute 
e. Other  
__________________________________________________________________________ 
 
__________________________________________________________________________ 

  
Forms are available online at: 
www.marylandpublicschools.org/MSDE/divisions/child_care/licensing_branch/forms 
 

MAIL ALL DOCUMENTS TO: 
 
Licensing Specialist: __________________________________________ Regional Office #:__________ 
 
Mailing Address: _______________________________________________________________________ 
 
    City: ___________________________________ State: _______________ Zip ___________________ 
 
OCC 674 – Replaces OCC 670 and OCC 671 Effective 8/10  

 


